N-FOCUS Interim Release
Combined EA and MLTC
November 17, 2013

An Interim Release of the N-FOCUS system is being implemented November 17, 2013. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.
Note: This section will only appear when there are tips, enhancements or fixes specific to
Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD, ADC
Payment, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

MLTC — Medicaid Renewal Process (New)

A new renewal process for Medicaid clients will begin with the Medicaid renewals due in
Dec, 2013. Medicaid cases requiring a renewal will receive a renewal form. If the Medicaid case
is SSI or 1619B the case would not get a renewal form as only a desk review would be required.
N-FOCUS will automatically generate a Renewal Form based on the Program Case review due
date.

There are 3 Renewal N-FOCUS - Create Correspondence = b
forms:
¢ Renewal Form — Select the correspondence to create:
Combined FINANCIAL INSTIT VERIF REQUEST-MEDICAID -
MAGI/Non GENERIC NOTICE
MAGI LIFE INSURANCE VERIF REQUEST
LIFE INSURANCE VERIFICATION REQUEST -MEDICAID
e Renewal Form — MEDICAID REVIEW FOR LONG TERM/WAIVER
MAGI MEXICAN CONSULATE NOTIFICATION FORM |
R 1F NOTICE TO NURSING FACILITY 3
° enewal rorm — RENEWAL FORM - COMBINED MAGI/NON MAGI
Non MAGI RENEWAL FORM - MAGI
RENEWAL FORM - NON MAGI
M 1 fth 1 o LUHOUL DI THICT NUTICE
alling ot the renewa SNAP ADMIN DISQUAL HEARING - GUILTY [FSP58) -
forms will be staggered 45-
60 days prior to the ol Cancel Help
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Program Case Review due date. N-FOCUS will mail out the first 3,000 renewals on the 15tthen
an additional 3,000 on the 8t of each month. All remaining renewals will then go out on the

15t of the month.

Workers can also manually create the renewal form from the Detail Program Case Window

under correspondence.

Renewal Form Received (New)

For UC cases, the MLTC Work Task 043— Renewal Received-Interview Not Required will be

created. (Refer to the Work Task section of this document for details.)

For Assigned Cases, the Alert #493— Renewal Form Received will be created. (Refer to the
Alerts section of this document for details.)

When the Renewal form is
received, the worker will navigate to
the Review/Recertification List
window and enter the date Renewal
Form was received by clicking the
Update Received Date button. This
action will cause the Update
Application Received Date pop-up to
display. Enter the appropriate date
and click OK.

If the renewal form is not
received by the application due
date, the MLTC Alert- 492—
Renewal Form not received, will be
generated on the 15th of the Review
month.

Lo x|
(=2 [ HIE
Master Case ID 1384 Name ASHLEY | MONTOYA UPDATE
Program Case[s)
Case Name Program 5t Review Due Application Review App Prog

Due

Rewvd Dt

. | i
Application Received Date :
Case Name Due Program |D Update Review Due
[ e &)
SNAP Progra)
Case Name Program Program 1D Certification Period

Document SNAP Desk Review

10-30-2013  [09:43:55

Tax Interface Viewing Access (Change)

Effective with this release,

[B] N-FOCUS - Tax }

[E=NEEn~)

only high level managers and
certain Production Support staff

File GoTo Help

e[ e e ] ] Bl ] ] 2]

S

will have the security to view the
TAX Interface Response
information. MLTC staff will only
be able to view the information
that was sent in the Tax
Household request to the Internal
Revenue Service via the Data
Services Hub.

Case Person
Name OSMOND A CHOKES

Requested By
DSSZ913
DSSZ913

RequestDate  Request Time
12-05-2013 08:22:44
10-03-2013 16:58:48

Request Information

Last Name First Name M SSN

SSN 016-10-1105

SEX FEMALE Birth Date 05-30-1994

Tax Filer Category Person Number

SHIBLI
CHOKES
D

NAZIB
OSMOND
MIKE

H  XXX-XX-4304
A X00XX-1105
D X0X-XX-6401

ved

IRS Resp

Error Inf i

PRIMARY 92833299
DEPENDENT 36652791

DEPENDENT 552535 I i}
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Tax Household Status (Change)

The Tax Household window will be in Inquiry status when the Master Case associated with
the Tax Household is checked out to the Expert System.

N-FOCUS - List Tax Households

i = 15l

- o =

Master Case ID 352024 Name CARMEN V GELATO INQUIRY
~Tax Hi hold
Tax No. of Persons
Name Year in Tax HH Created By Create Date  Updated By Update Time

CARMEN ¥ GELATO 2014 5 D8570h2 07172013 DS&s087  07:57 PM

LIHEAP Resource Limit (Change)

The LIHEAP resource limit has been changed from $5,000 to $25,000 effective October 1,
2013.

Person Detail Extension Field (Fix)

The Ext field options are now available for selection when a person has a name extension. (I,
IL, I11, IV, JR, SR, V)

[« rocs renmnoeet

File Actions Detal Goto Help

HE

ADC Case Registration with Pregnancy (Fix)

P
| EErERE (= |
UPDATE
Person Name
Demographics...
First |ANNIE
Telephone...
Middle IM
Person Involvements Address... |
Last [INTERFACE =
Medicare Inquiry | Address History... |
Ext -
(NONE) Program Cases... | Militaryfinternational... |
z CHARTS Referral NCF'...l Person Verification... |
TSN (173933333 Sex
# Female School Attendance... | State Ward Details... |
Birth Date  [12-12-1956  Male 5
Tribal... | Name History...
 Unk -
Deceased Date l— .
PIN Management SSN History...
Person Number 39303043 .
YRTC Marrative | MMIS History... |

When pending an ADC Program Case for a pregnant person with a due date NOT within the
last trimester, an error “Program Person Involvement not found” was generated. This has been

fixed.
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Interview Tracking (Tip)

Interview tracking rows are created by N-FOCUS when a pending SNAP case (expedited or
regular) is tied.

If there is not current Interview Tracking row you can create one and you do not have to
create a letter. The Interview Tracking row can be created and the Interview Held entered in the
same action.

Note: Expedited cases will close if there is no Interview held Date in the Expedited
month.

Updating the Interview Held Date (Tip)

To update Interview Tracking with the Interview Held Date,
follow these steps: < B o e b |
| Add|Bersan o Progran Case
1. Navigate to the Detail Master Case window. "y P
Select Actions>Interview Tracking e
The List Interview window will display. Household Status
3. Select the appropriate row and either double click the oS
row or click the Open icon. : s
The Detail Interview Tracking window will display. . Upda:%gram S
4. Enter the Date Held field.
5. Select the Interview Reason from the drop down field. R
6. Click Save or Save and Close. ReviewfRecsrtTracking
Copy Person Index Info F11
Frint Persam Bar Code ChHE-5hifEHR

Check-out Case

N-FOCUS - Detail Interview Tracking

File Actions GoTo Help

LR M3

Master Case ID 352024 Wame CARMEN ¥ GELATO
- Interview Detail

Divison [E4 -| Scheduled Date [11-052013 Scheduled Time [05:00 4h
| Date Held [11-04-2013 I Type  [Telephone El

Program St Case Name Interview Reason Program |d Post

SNAP PE GELATO CARMEN Initial 85933973
Reason
Hemove
History:

J -

~Add Programs to Interview

Interview Reason

Program St I Am 1d Status Date

al
Review/RecertfRenewal

MEDICAID lnar1s 06-01-2010

MEDICAID AC GELATO CARMEN 53304035 06-17-2010 Add
SNAP CL GELATO CARMEN 40930628 03-01-2010

CC CL SIMON SANDY 16664583 05-01-2010
ADC{MED DE SIMON SANDY 7826762 08-01-2009
ANCIAEDN NE_SIMNN ANy ITIRRA20 na-n1-2nna LI
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Nursing Home Representative (Tip)

Before adding a Nursing Home Representative to a case, search and select an existing
Organization instead of creating a new one.

N-FOCUS currently has many organizations with the same name and address used for the
purpose of nursing home representative. This makes the search list long and causes confusion
in selecting the nursing home representative. Please contact Production and Support if you
need help finding the correct organization.

Note: Do not pick an organization that has a designation of “duplicate”.

Alerts

MED - #493 Renewal Form Revd (New)

Assigned workers will get this alert when a renewal form is scanned. This alert will be
generated twice per day, at noon and at night.

Alert Text:

A renewal form was received for Program Case (Program Case ID)

Closed Program Case Alerts (Tip)

Economic Assistance:
e Alerts will be created when mail is received on closed Economic Assistance cases if
they have been closed less than 60 days.

MLTC:

e Alerts will be created when mail received on closed Medicaid Long Term Care cases if
they have been closed less than 9o days.

Work Tasks

MLTC-Work Task #43 Renewal Form Received — Intv Not Required (New)

This work task will be created when a Renewal Form is received for a Medicaid case in UC
mode. Since an interview is not required, the Program Case Mode will change to Processing and
this work task will be created.

Note: This is a Processing Work Task because an Interview is not required.
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Correspondence

Eligibility Review Due and/or SNAP Recertification Notice (Change)

All reference to the Medicaid Program will be removed from this notice.

A new process has been developed for Medicaid renewals and new Renewal Forms have
been created.

Creating a Renewal Form (New)

To create a Renewal Form, follow these steps:

1. Navigate to the Detail Program Case window.
2. Click the Correspondence icon.

B n-rocus - petail Program Case - I | I X I
File Actions View Goto Detail Help

o e e[ e e 3

The Search for Correspondence window will display.
3. Select the appropriate type
a. Renewal Form — MAGI

b. Renewal Form — combined MAGI/Non MAGI
c. Renewal Form — Non MAGI

N-FOCUS - Search for Correspondence

P
PROGRAM CASE ANNIE M INTERFACE
IDE#. 2 ANNIE M INTERFACE MEDICAID
~Correspondence
Date Range Type
End Date of (10-31-2013 Readiness Checklist j
i Protective Capacity Assessment -
with a range of | +| days pacity =)
g 180 —'I v Quarterly Report Forms
giving a begin date of  05-04-2013 IRENEWAL FORM - MAGI
‘RENEWAL FORM - COMBINED MAGHNON MAGI

Search | New Clear

Cancel Help |

I
4. Click New.
5. Select the appropriate form

a. Renewal Form — combined MAGI/Non MAGI
b. Renewal Form — MAGI

c. Renewal Form — Non MAGI
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Click OK.

N-FOCUS - Create Correspondence

=lol x]

Select the correspondence to create:

LIFE INSURANCE YERIF REQUEST

LIFE INSURANCE YERIFICATION REQUEST -MEDICAID
MEDICAID REVIEW FOR LONG TERMMWAIVER
MEXICAN CONSULATE NOTIFICATION FORM
N O hIIDSIR A Y

{ AENEWAL FORM - COMBINED MAGI/NON MAGI
RENEWAL FORM - MAGI

RENEWAL FORM - NON MAGI

SCHOOL DISTRICT NOTICE
SNAP ADMIN DISQUAL HEARING - GUILTY [F5P58)
SNAP ADMIN DISQUAL HEARING - NOT GUILTY [FSP5hBA)
SNAP NOTICE TO HH OF DISQUAL INDIVIDUAL [FSP 58)

o]

Cancel | Help |

=

Select the appropriate Language from the Language drop down.
Note: This is required if the desired language is Spanish. The default selection is
English.
Return Form by Date.
a. This field is automatically populated based on the Renewal Date. The
Renewal Form is generally due the 5t of the month in which the Renewal is
due. This field can be changed if appropriate.

I
[|N-FOCUS - Renewal Form - NON MAGI

File Help

~Sent To:

ALISHA SMITH
1111 WEST 15T
LINCOLN NE 68528

Language: |EMGLISH Renewal Date:

04-30-2014

f Return Form by Date: ||]4—|]5—2|]14

9. Click Save and Close.

Note: If you need to send a second renewal form, because the first one was not
received, navigate to the Detail Program Case and search for the
Correspondence. Right click the appropriate line and select the appropriate
print option.

N-FOCUS - List Correspondence

Fie Actions View Options Help

MASTER CASE JANE EVANS
ID#: 1379

Create Date  Type Sent To Language Status

Status L

01-18-2014
01-18-2014
01-18-2014

RENEWAL FORM - NON MAC ALISHA SMITH
RENEYYAL FORM - NON MA( ALISHA SMITH

RENEWAL FORM - NON MAC ALISHA SMITH P e

Print Later

Print Preview
Delete. .

Destroy...

Cancel Batch Reprint
Update Comment

New...

Gpen...

01-18-2C

01-18-20
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Document Imaging

Category Selection (Change)

The Permanent ID radio
button has been removed.

A multi-select list box has
been added that will display only
the documents that have been
scanned for the categories
selected. One or multiple
selections may be made in the
Category group box.

SN
Master Case
’V Number 2 Name ANNIE M INTERFACE
~Persons Sel
o :AII " None I~ Remove Out of HH Persons I~ Remove Discontinued Persons
ID Last First MI Ext Birth Date Sex SSN Disc HH Status

39303043 INTERFACE
25540035 INTERFACE

98468220 INTERFACE

ANNIE
ROCKO
TRISHA JANE

12-12-1956
07-04-2013 M N
05-01-1996

F 3333 N InHH
In HH

F 1234 N _InHH

ECON ASSIST
MED

Category Sel Date Options—————————
APPEAL - MED - [6Months =]
A F e APPLICATION j Range |6 Months
= o APPLICATION - MED

BACKGROUND CHECK
CASEWORK

P&s
CHILD SUPPORT
BERMIID) CONFIDENTIAL
CIOHHESPONDENCE :
4

CHILD CARE AND SOCIAL SERVICES BLOCK GRANT

From |04-11-2013
To [10-08-2013

Prev Mext

= Apply to Perm IDs

wll

MLTC - MED Category Selection (New)

Search, I

Clear Cancel

Help |

When the MED category is
selected, the following categories
specific to Medicaid will be
selected from the list of available
categories:

e Appeal-MED

e Application-MED

¢ Renewal Form

e Supplemental
Application

o]
Master Case
[ Number 2 Name ANNIE M INTERFACE
~Persons Sel
o Al " Mone [~ Remove Out of HH Persons [~ Remove Discontinued Persons
1D Last First MI Ext Birth Date Sex SSN Disc HH Status

39303043 INTERFACE
25540035 INTERFACE

98468220 INTERFACE

ANNIE
ROCKO
TRISHA JANE

12-12-1956
07-04-2013 M N
05-01-1996

F 3333 N InHH
In HH

F 1234 N InHH

Category Sel

C Al © Mone

PERM ID

APPLICATION

APPLICATION - MED
BACKGROUND CHECK
CASEWORK

CHILD CARE AND SOCIAL SERVICES BLOCK GRANT

CHILD SUPPORT
CONFIDENTIAL
CIORRESFONDENCE |
4

Date Options

Range lm
From W
To [l028 2013

I=| Apply to Perm IDs

.

Search |

Clear Cancel |

Help |
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MLTC - Add Image Category (New)

The Renewal Form Category is now available to be selected when a Renewal Form image is
being added.

il N-FOCUS - Add Image

—Index Information

Name IKATIE BLUE j

Index Type IPE-rson Index 1D |43041235

Category IRenewaI Form j
¥ Generate Alert Area IN'FU‘CUS

—Selected Documents
Received Date

Imaging Option ————————
’7 % Standard " Enhanced |0¢0¢2014 j

Expert System

MLTC - Calculate Income Window Verified by SEW (Change)

The location of the Verified by SEW check box has been moved under the Pay Schedule
group box to enable a more logical flow for data entry. The Verified by SEW box is enabled if the
earned income is not verified and once a Pay Schedule row is selected.

Note: The Verified by SEW check box will only be available for Medicaid Program Cases.

["Catcutate Income " Benefit Month 12-2013 p ™

Program Case: |BEJVANSCKY. ARVID MEDICAID 10375549
[Earned Income | | Fluctuating Unearned Income SE Ledger Income |
| Owner | Employer Calculation Method

* ARVID BEJVANSCKY target [Pay Schedule Only -

Multiplier >

Pay Sched
Beg Date End Date Reg Rate | Rate Freq Reg Hrs | Rovd Freq Proj Amt| Final Amt| Revd Month
[~ Verified by SEW | Display Month(s] of Pay Stubs From | d To I j

Rec'd Date Gross Amount Reg Hrs | oT Hrsl Shift Hrsl Usa_ge_l Pay Stub Usage

Add Help

0K Cancel ‘ Help |
_J
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MLTC-Benefit Summary Earned Income Detail Verification Indicator (New)

Benefit Summaries for Medicaid cases will now indicate whether the Earned Income is
Verified Y or N and if verified by SEW will indicate SEW Compatible.

MEDICAID MAGI PC-Unemp Earned Income Detail ﬁrm -

BEJVANSCKY ARVID Earned Income target -
Calculation Method: Pay Schedule Only SEW Compatible
Date Freq Received [Verified
11-15-2013 Hourly Weekly 4
Hours Rate
Regular: 10.00 * 5.00 = 50.00
Overtime: 0.00 * 0.00 = 0.00
Shife: 0.00 * 0.00 = 0.00
Pay Rate: 50.00
Pay Period Conversion Facter: =* 1.00
Pay Period Amount: 50.00 L
Tips & Bonus: 0.00
Adjusted Total: 5$0.00
Conversion Factor: * 4.30
Total: 215.00
BEJVANSCRY ARVID Total Earmed Income: 215.00
Offset: - 0.00
Adjusted Earned: 215.00
Total Countable Earned Income: 215.00
Low |

Income and Resource for MED Budgeting (Fix)

Income and resources have been getting exempt when they should not have been. This has
been fixed.

Tie Application from SNAP Recertification (Fix)

An error was being received when tying a paper application or E-App from the SNAP
Recertification in Expert System. This has been fixed.

Children and Family Services

Facility Type Change in Placement Correction (Fix)

When a Facility Type has been changed during a Placement Correction, the Facility Type has
not saved. This has been fixed.
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